Didja Know?

Are you on Travel Orders over 45 days?
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Scheduled Partial Payment

* Did you know that you can schedule
a partial payment to take care of that
CitiBank card?
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Scheduled Partial Payment

* If you choose to set up a Scheduled
Partial Payment (SPP), you should do
this when you create your Authorization.
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Scheduled Partial Payment

« Take a look at the following slides

and you will see what you need to do

to set up the Scheduled Partial
Payment.
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Scheduled partial payments are partial reimbursement payments that can be schedued in advance
for trips that are greater than 45 days. The scheduled partial payments provide the traveler with
partial reimbursement for travel expenses on specified dates. If partial payments are not

M scheduled, travel expenses will be reimbursed after the travel voucher for the trip has been
completed and approved.

[
1I Procesd to the folowing page: Preview -

Once you have all your non-mileage and mileage
expenses loaded in DTS, you are ready to create the
Scheduled Partial Payment.

Click “Additional Options”. Then “Partial Payments”.
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Below is a list of scheduled partial payments for this travel document. If there are none, or you would like the system to schedule partial
payments for these expenses, click "5chedule Partial Payments®.

Scheduled partial payments are partial reimbursement payments that can be scheduled in advance
for trips that are greater than 45 days. The scheduled partial payments provide the traveler with
partial reimbursement for travel expenses on specified dates. If partial payments are not
scheduled, travel expenses will be reimbursed after the travel voucher for the trip has been
completed and approved.

Schedule Partial Payments

Proceed to the following page:

Preview - Continue

Read the Statement above, then CLICK to
proceed.
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Select the scheduled partial payment from the drop-down list to view

additional details. 105C 222 E2
il Category Alowed Actual
I Scheduled Partial Payment: SPP &#1: 0712410 - 08510710 - COM. CARR.-I = 5245.15 5245.15
MEIE : 5883.00 5883.00
l Scheduled Partial Payment Details REMTAL CAR : 51,972.89 51,972.89
i . : - 10 5C 222 E2 Sub
Scheduled Partial Payment: SPP &#1: 0712710 - 08510710 e u 53,101.04 $3,101.04
| AMlocated By: Expense Category
1 Traveler: XXXXXXXXX _
Total Allocation: 53,101.04 53,101.04
Fiscal Year: 10
I
Start Date: 071210
End Cate: Q81010
Release Date: 084511/10 . .
On this screen, you can see a payment is
Current Status: SCHEDULED scheduled on 11 Aug 10.
Calculated: $2,725.54 And you can see how much the payment will be.
Amount Paid: 50.00
To Be Paid: 52,725.54

Proceed to the following page: Preview -
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Following is the list of schedued partial payments for this travel document.

Hote: When an asterisk (*) appears in the Release Date field, this indicates that the Scheduled Partial Payment wil be delayed beyond the
normal 30 day pericd. This is because one or more of the Lines of Accounting associated to the payment are being held due to fiscal year
Ccrossover considerations at the accounting system.

Scheduled Partial Payments

Fr Traveler Start Date End Date Status Release Date Calculated Amount Paid To Be Paid

10 XXXXXXXX OF 12510 a8, 10510 SCHEDULED 08511510 52,725.54 S0.00 52,725.54

Wiew Details
Ll Proceed to the following page: Prewview -

Later you can look at your
Authorization and see that
the Partial Payment is
scheduled.
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Additional Options =S I=E ]

Following is the list of scheduled partial payments for this travel document.

Mote: When an asterisk (*} appears in the Release Date field, this indicates that the Scheduled Partial Payment wil be delayed beyond the
normal 30 day period. This is because one or more of the Lines of Accounting associated to the payment are being held due to fiscal year
crossover considerations at the accounting system.

Scheduled Partial Payments

F Traveler Start Date End Date Status Release Date Calculated Amount Paid To Be Paid

10 XXXXXXXX 071210 | 98A10M0 FEMDIMNG 08/11/10 52,725.54 50.00 52,725.54

View Details
Proceed to the folowing page: Preview -

This screen shot was taken the morning
the SPP is to be release.




Scheduled Partial Payment
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 On the next screen, you can check to
verify that the Scheduled Partial
Payment was processed.
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View Vouchers View Local Vouchers View Group Authorizations
Authorizations / Orders
Below is a list of your existing authorizations/orders. Pls :ct the function (edit, print, etc.) corresponding to the appropriate
authorization/order.
» Create New Authorization/Order Create Trip Template
Existing Authorizations/Orders -\ /-
Sart by Sarted by Sart by Sart by . y . Remove f
View/Edit Print A d
Document Hame Departure Date gSrils TA Humber e nn Trip Cancel men
Your info _AD-01 07210 SPP PAID 100330 » view |»print > amend

Click on the “view” button
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Following is the list of scheduled partial payments for this travel document.

Mote: When an asterisk (*) appears in the Release Date field, this indicates that the Scheduled Partial Payment wil be delayed beyond the
normal 30 day peried. This is because one or more of the Lines of Accounting associated to the payment are being held due to fiscal year
crossover considerations at the accounting system.

Scheduled Partial Payments

F Traveler Start Date End Date Status Release Date Calculated Amount Paid To Be Paid

10 xoooxxx 1 OFA2M0 0 080010 PAID 0811410 52,725.54 52,725.54 50.00

Click View Details
| Procesd to the following page: Preview -

Let’'s check out those details!
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Select the scheduled partial payment from the drop-down list to view

additional details. 105C 222 k2
Category Alowed Actual
Scheduled Partial Payment: SPP&#1: 07 12/10 - 08/10/10 - COM. CARR.-I = 5245.15 5245.15
MEIE : 5883.00 5883.00
Scheduled Partial Payment Details REMTAL CAR : 51,972.89 51,972.89
i . . - 10 5C 222 E2 Sub
Scheduled Partial Payment: SPP #1: 07 /12710 - 0B/10/10 ot u 53,101.04 53,101.04
Alocated By: Expense Category
Traveler: XXXXXXXXX .
Total Allocation: S3,101.04 53,101.04
Fiscal Year: 10
Start Date: 071210
End Date: 08/10/10
' Release Date: 08/11/10
Current Status: PAID
Calculated: 52,725.54
Amount Paid: 52,725.54

To Be Paid: 50.00




Scheduled Partial Payment

And now you are ready to pack
your bags and not worry about
a payment while you are TDY!



